RULE |

ORGANI ZATI ON OF BOARD

SECTION 1: The board shall be conposed of five nenbers who

shall be appointed as prescribed by R S. 33:2476,
and who shall serve w thout conpensation.

SECTION 2: The board shall have a chairman and vi ce-chair man
who shall be el ected by nenbers of the board. The
term of office of the chairman and vice- chairmn
shall run concurrently with that for which he/she is

appointed to the board. In the absence of the
chai rperson, the vice-chairman shall assume hi s/ her
duti es.

SECTION 3: The board shall neet each year within thirty days of
t he date of appointment of a board nenber(s). At
that tinme, the oath of office shall be adm ni stered
to new nenbers and a chairman and vice-chairmn
shall be el ected.

RULE | |
RULES OF ORDER

The board shall not be bound by any rul es of order, evidence, or
procedure in its neetings, hearings, or investigations except as
it may itself establish, without prejudice to any person or
party.

RULE 111
RULES OF THE BOARD

SECTION 1: The board shall adopt rul es necessary or desirable
to carry out effectively the provisions of R S
33: 2471, et al. Any rule or part thereof my be
amended or repealed in the same manner as provided
herein and by R S. 33:2478 for the adoption of the
rul e.

SECTION 2: The board may adopt any rule, either inits proposed
or revised form after holding a public hearing at
whi ch any nunicipal officer, enployee, private
citizen, and the state exam ner shall be given an
opportunity to show cause why the proposed rule,
amendnent, or any part thereof should not be
adopt ed.

SECTION 3: Before holding a hearing to adopt any rule, the
board shall furnish at least thirty days notice of
the date, time, and place of the hearing. Such
notice shall be given by posting the notice in the
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various stations of the police and fire departnents
and providing copies to the <chief of each
departnment, mayor, city council, city personnel
departnment, and state exam ner. A copy of any
proposed rule to be discussed shall be furnished
with each notice.

Wthin fifteen days of the adoption, anmendnment, or
repeal of any rule or part thereof, the board shall
furnish an official copy thereof the chief of each
departnment, mayor, city personnel departnment, state
exam ner, and each station bulletin board.

Rul es adopted under the authority of R S. 33:2478

shall have the force and effect of |aw Unl ess
ot herwi se specifically provided, all rules shal
beconme effective on the first day of the first nonth
foll owi ng adopti on by the board.

Rul es of the board shall be given to an enpl oyee or
his council upon request prior to a hearing.

RULE IV
THE BOARD

SECTI ON 1:

SECTI ON 2:

SECTI ON 3:

The board shall hold one regul ar neeting within each
guarterly period of each calendar year and such
speci al neetings as may be call ed by the chai rman or
as provided in R'S. 33:2471 and those that follow

Notice of all neetings shall be given by posting
such notice in the various stations of the police
and fire departnments not Iless than five days
(exclusive of weekends and | egal holidays) before
the date fixed for the nmeetings and as soon as
possi bl e before any speci al neetings. Copies of the

notice wll be furnished to the chief of each
departnment, mayor, city council, board nenbers, and
the city personnel departnent. The notice shall

i nclude the agenda and the date, time, and pl ace of
t he meeting.

Al'l board neetings shall be open to the public.
Four nmenmbers of the board constitute a quorum
necessary to conduct busi ness. The concurring votes
of any three menbers conprising the quorum shall be
sufficient for a decision of the board or as
provided in R S. 33:2501(D) and those that follow

RULE V
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SUBJECT MATTER OF MEETI NGS

SECTION 1: At regular neetings, the board shall consider al
old business and any new business which nmay be
brought to its attention in the manner hereinafter
pr ovi ded.

SECTION 2: At special nmeetings, the board shall consider only
those items of business for which the meeting was
cal l ed, except that by agreenent of three board
menbers, other matters nmay be consi dered.

RULE VI

ORDER _OF BUSI NESS

SECTION 1: At regular neetings, the order of business shall be
as follows:

A. Readi ng of the m nutes

B. Speci al and general reports

C. Deci sions and orders on natters considered
at previous hearings and neeti ngs

D. New busi ness

SECTION 2: At special neetings, the order of business shall be
as foll ows:

A Readi ng of m nutes

B. Deci sions and orders on matters consi dered
at previous hearings and neetings

C. Hearing of matters previously fixed for the
speci al neeting

D. Consi deration of other matters (if any) as
provi ded by Rule V, Section 2.

RULE VI |
EXECUTI VE SESSI ONS

The board may neet in executive session during regular or
speci al neetings, by two- thirds vote, when considering those
matters which may be di scussed under provisions of R S. 42:4.1,
et. al, (relative to public neetings). Any voting on matters
di scussed i n executive session shall be conducted upon return to
public neeting.

RULE VI I |
APPLI CATI ON FOR APPEALS AND HEARI NGS
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These rules are pronulgated to provide a nethod of
procedure in matters brought before the board.

Any person authorized to appeal to the board under
provi sions of civil service |aw nmay apply for such
an appeal by a witten notice giving clear and
conci se statenment of the action conpl ai ned agai nst,
the basis of the appeal, and the relief sought.
Application for appeal to the board under the
provisions of R S. 33:2501 of Civil Service Law
shall be made only by regular enployees in the
classified service and shall be limted to matters
i nvol ving discharge, corrective or disciplinary
action, and the application shall so state. Al
ot her requests for hearings shall set forth a
statenent of the facts and the action which the
applicant wi shes the board to take. Al |
applications for appeals and ot her hearings nust be
signed by the applicant or his council, if any. The
appl i cant is encour aged to exhaust al
adm nistrative renedies, including the grievance
procedur e before appeal ing non-disciplinary matters
to the board. The applicant, however, is not
precluded from exercising the right, per RS
33:2477, to proceed directly to the board with any
appeal able matter.

Requests for action by the board of any kind (herein
called "petitions") shall be in witing and filed
with the secretary of the board, or if he/she is
unavail able, with the enployee's representative to
the board. |In either case, the party receiving the
request shall date the receipt of the request, sign
it, and have the enployee sign it acknow edgi ng the
date of filing. The secretary of the board shal
list the request on the appeal s docket.

The form of the petition shall include:

1. Petitioner's nane, address, and telephone
nunmber .

2. Petitioner's attorney's nanme, address, and
t el ephone nunber, if any.

3. Petitioner's classification and job, if
petitioner is a classified enployee.

4. The facts conplained of or relied upon.

5. What the board is required to do.

6. A reference to the statutory provision or
other authority relied upon for relief, if
the petitioner has this know edge.

7. The petition my also include any other

information of which the petitioner has
know edge which would help the Dboard
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under st and what action petitioner wants the
board to take and petitioner's reasons
t herefor.

The board prefers that all docunments filed with it
be on letter size paper and typewritten. However
if this is a burden on any enployee, the board wll
accept his/her petition in |Ionghand.

No appeal shall be effective unless the above notice
is filed within fifteen (15) days follow ng the
action conpl ai ned against, or where witten notice
is given of an action to be thereafter effective,
within the fifteen (15) days follow ng the date on
whi ch such witten notice is given. If a petition
is not filed wwthinthe tine fixed by | aw, the board
will not consider it.

Upon receipt of a petition the secretary of the
board shall note thereon the date and hour of its
recei pt and shall distribute copies to each of the
board menbers, the appointing authority, and the
city personnel departnent.

The board shall initiate a hearing and i nvestigation
of an appeal within thirty days of the receipt of a
properly executed request and shall have the right
to continue the hearing fromtinme to tinme for good
reason. No hearing or neeting shall be held unless
bot h the enpl oyee and appoi nting authority have been
advi sed of the date, tinme, and place of the hearing,
at |l east ten (10) days in advance.

Board nenbers shall not di scuss pendi ng appeals with
anyone. In the event a board nenber has previous
di scussion concerning a matter resulting in an
appeal said nenber shall make the board aware of the
di scussion and the board will make a ruling on the
necessity of recusal.

PROCEDURE ON APPEAL

SECTI ON 1:

SECTI ON 2:
SECTI ON 3:

RULE | X
The appearances of all parties (petitioner and
appoi nti ng aut hority) and their respective

attorneys, if any, shall be noted for the record.
Al'l hearings on appeals shall be open to the public.

Parties shall have the right, but shall not be
required, to be represented by counsel. When any
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party is represented by nore than one attorney, only
one attorney for any party shall be permtted to
exam ne the sane w tness.

| f either the enployee or appointing authority fails
to appear at the place and tine fixed for a hearing,
the board may decide the issue on the basis of
avai | abl e evi dence, continue the hearing, or dismss
t he appeal.

Al persons who wll offer testimony or neke

statenments of fact during the hearing shall be duly
swor n.

The board shall have conmpl ete charge of the hearing
and shall conduct it in any manner deened advi sabl e,
provi ded the procedure shall be informal and not
bound by any | egal rules of evidence. The rules of

evidence as applied in civil trials before the
courts of this state need not be strictly conplied
with, but the board shall Iimt evidence to matters

havi ng a reasonable relevance to the issues before
t he board. The burden of proof as to the facts in
all disciplinary appeals shall be on the appointing
authority except in those cases where the enpl oyee
alleges discrimnation based on political or
religious beliefs, sex, or race.

| nsof ar as practical the parties will proceed in the
foll owing order, except as the board nmay otherw se
direct:

1. Appoi nting authority
2. Petitioner
3 Appoi nting authority rebuttal

Parties and wi tnesses shall be subject to
cross-examnation as in civil trials. In the
i nterest of expediency and informality, the board
encourages the stipulation of wundisputed facts.
Before the commencenent of the hearing attorneys
and/ or unrepresented enployees are encouraged to
cone to the hearing prepared to present possible
sti pul ati ons. The board wll call for these
stipulations prior to beginning each hearing.

The board shall, on request of any party or on its

own nmotion, place witnesses other than parties under
the rule of the board and thus exclude themfromthe
hearing room

During the course of a hearing the presiding board
menber shall rule for the board on points of order
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unl ess a nenber of the board objects to such ruling
or offers an alternative ruling. In that case the
ruling of the board shall be determ ned by majority
vot e.

Docunentary evidence shall be appropriately marked
for identification and filed by the board
secretary. It is the responsibility of the
subm tting parties to make sure the marked evi dence
is given to the secretary.

The board and each nmenber of the board shall have
the same power to admnister oaths, subpoena
wi t nesses, and conpel the production of books,
papers, or records pertinent to any hearing, or
investigation, as is possessed by the district
courts of the State of Loui siana.

Any party desiring the issuance of a subpoena for
the attendance of a wtness or the production of
books or papers nust apply for appropriate order, to
the board, in witing.

Al'l applications for the issuance of subpoenas for
W t nesses or records nmust be in the hands of the
board at |east ten (10) cal endar days prior to the
date established for the hearing, except at the
di scretion of +the board and under extenuating
ci rcunst ances. The application shall contain the
full nane of persons to be subpoenaed, i ncl udi ng
addresses for any non-enpl oyees. Records should be
described in as nuch detail as possible.

At the conclusion of the hearing, the board may, in
its discretion, hear oral argunent, inposing such
time limts as its deens appropriate. If the
proceedi ngs are being transcribed by an official
reporter, the oral argunment shall be transcribed and
bound with the transcript of testinony.

The written rules of the Civil Service Board and

R S. 33:2471, et. al, will be the basis of all
heari ngs and appeal s.

RULE X

TO APPEAR/ REFUSAL TO TESTI FY

SECTI ON

1:

Any person who fails to appear in response to a
subpoena, fails to answer any question, except one
which could incrimnate him fails to produce any
subpoenaed papers or records, or knowi ngly gives
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fal se testinony shall be subject to punishnment by
the district court.

In addition to any penalty by the court, a
classified enpl oyee who willfully refuses or fails
to appear before any court, officer, board, body, or
person properly authorized to conduct any hearing or
i njury under the provisions of R S. 33:2502, et. al,
or, who having appeared, refuses to testify or
answer any question relevant to the issue at hand,
except upon grounds that his testinony or answers
would incrimnate him or knowi ngly gives false
testinmony, shall forfeit his enploynent and be
ineligible for re- enploynment.

RULE XI

The board wll decide matters heard by it as
required by | aw.

Appeal s to the board shall be decided pronptly but
in any event within thirty days after conpletion of
a heari ng.

Deci sions of the board shall be based on whet her or
not the action against the enployee was taken in
good faith for cause under the provisions of civil
service statutes or these rul es.

Any enpl oyee or any appointing authority may appeal
from any decision or action of the board.

An appeal shall lie direct to the Fifteenth Judici al
District Court, Parish of Lafayette, State of
Loui si ana, as provided by | aw.

The appeal nmust be in witing to the board, stating
t he grounds thereof and demanding that a certified
transcript of the record, or witten findings of
fact, and all papers on file in the office of the
board affecting or relating to such decision, be
filed with the district court.

The court hearing wll be confined to the
determ nati on of whether the decision of the board
was nmade in good faith for cause under the
provi sions of R S. 33:2471, et. al.

RULE XI |
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TRANSCRI PTS OF HEARI NGS

If any party to the hearing desires a permanent transcript of
the hearing, the party shall furnish a court reporter for said
purpose at their own expense. Where a court reporter is
furnished, the first copy of the original of the transcript
shall be filed with the board and shall becone part of the

per manent record of any subsequent appeals. Where no court
reporter is furnished, the secretary of the board shall maintain
as conplete notes as is feasible and the board wll issue a

witten finding of fact when an appeal is instituted.

RULE XI ||
EMPLOYMENT TESTS

SECTI ON 1: Al'l tests shall be announced, conducted, scored, and
posted as prescribed by the provisions of R S.
33: 2492 and 2493, rules of the State Exam ner's
Ofice, and rules of the board.

SECTION 2: Admission to tests shall be governed by the
provisions of R 'S. 33:2493, class specification
requi renents, and rules of the board.

SECTION 3: Conpetitive tests for classes identified in R S.
33: 2492E shall be held on an as-needed basi s.

SECTION 4: Pronotional tests shall be held on as-needed basis
but at |east once during each successive period of
ei ght een nont hs.

RULE XIV
EMPLOYMENT LI STS

SECTION 1: The board shall establish and maintain conpetitive
and pronotional enploynent lists as prescribed by
R.S. 33:2491 and these rules.

SECTION 2: Conpetitive and pronotional enploynent |ists shall
be mai ntained by the board for a m ni num peri od of
twel ve nmonths and a maxi mum period of eighteen
nont hs.

SECTION 3: Enploynent |lists shall be established by the board
at the next regular or special neeting follow ng

receipt of test results fromthe State Exanmi ner's
O fice.

SECTI ON 4: Upon establishment of a conpetitive or pronotional
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enpl oynment |ist, the board shall specify a date upon
which the |ist shall becone effective.

Vet erans neeting the qualifications of R S. 33:2491E
shal | have five points added to their test score by
the board at the tinme the list is established,
provi ded the veteran attained a passing score and
subm tted proof of acceptable service. It is the
duty of the veteran to request the points and the
secretary shall furnish the board with the proper
docunment ati on upon adding the five points.

Each applicant who makes a passing score on a test

shall be advised of his final grade and relative
standing on the list as prescribed by rules of the
boar d.

RULE XV

CLASSI FI CATI ON PLAN

SECTION 1: The classification plan provided by Section 2 of
this rule is adopted as a rule of the board. Future
classifications, abolition of classifications, or
changes to classifications shall be adopted only
after consultation with the appointing authority,
the State Exam ner, and vote of board.

SECTI ON 2: Codes and classifications are as foll ows:

POLI CE DEPARTNMENT
CLASS CODE CLASS TI TLE
8001 Pol i ce Chi ef
8005 Pol i ce Maj or
8007 Pol i ce Captain
8009 Pol i ce Li eut enant
8011 Pol i ce Sergeant
8012 Pol i ce Corpora
8013 Police Officer First Cl ass
8015 Police O ficer
8017 Pol i ce Communi cation Officer
8021 Secretary to the Police Chief
8023 Departnental Record Clerk

LY
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FI RE DEPARTMENT
CLASS CODE CLASS TI TLE
8101 Fire Chief
8109 Assi stant Fire Chief
8111 District Fire Chief
8117 Fire Captain
8126 Fire Engi neer
8128 Firefighter First Class
8129 Firefighter
8121 Chief of Fire Prevention
8123 Fire I nspector |
8124 Fire I nspector |
8114 Chi ef of Training
8116 Training O ficer |
8115 Training Oficer
8113 Chi ef of Comruni cati ons
8118 Fire Communi cation O ficer |
8119 Fire Comruni cation O ficer |
8105 Pl anni ng and Research O ficer
8107 Chi ef of Adm nistrative
Servi ces
8135 Secretary to the Fire Chief
8131 Hazardous Materials O ficer
RULE XVI

LEAVES OF ABSENCE

( NOTE: The following rules (Section 1 through 8) prescribe
types of | eaves and general rules under which they may or shall
be granted. These rules may be supplenmented by the appointing
authority to provide guidelines for the requesting, approving,
reporting, recording, accounting for, and nonitoring of |eaves
of absence, however, no such supplenment shall be inconsistent
with the provisions of these rules.)
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LEAVE
FI RE DEPARTMENT

Each enpl oyee after having served one year

shall be entitled to an annual vacation of
ei ght een cal endar days with full pay. The
vacation period shall be increased by one
cal endar day for each year of service over
ten, up to a maxinmum vacation period of

thirty days. These days are not to be
cal cul ated on days that an enpl oyee is not
scheduled to work. Vacation privileges

shall not be forfeited for any cause.

An enpl oyee may be advanced not nore than
seven cal endar days of annual |eave having
conpleted his first six nonths of continuous
service, at the discretion of the appointing
authority, however, his first annual |eave
shal | be reduced accordingly.

POLI CE DEPARTMENT

Annual leave is earned by all eligible
enpl oyees, including less than full tinme
enpl oyees, upon conpletion of six nonths of
continuous service and shall be credited in
accordance with Section 4 of this rule.

The earning of annual |eave shall be based
on continuous service, the earning rate
schedul e, and regularly schedul ed hours of
work up to 40 hours per week, including paid
absences (and paid holidays) which fall
within the regularly schedul ed wor kweek.

An enpl oyee shall not earn annual |eave:

a. For any overtime hour.
b. For any hour of |eave w thout pay.
cC. For any hour of a holiday which falls

on a non-work day or during a period of
| eave wit hout pay.

d. For any hour in Standby or On-call
status or while engaged in travel,
training, or other activities outside
of regular duty hours.

Ear ni ng Schedul e
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OTHER THAN 12 HOUR | 12 HOUR SHI FTS
SHI FTS EARNI NG RATE EARNI NG RATE
(Based on 2080 (Based on 1976
CONTI NUOUS SERVI CE Hours Per Year) Hour s Per
Year)
*6 nont hs but | ess
t han . 0577 . 0608
5 years
*5 years but less than
10 year . 0808 . 0851
*10 years but |ess
t han . 0924 . 0972
15 years
*15 years but |ess
t han . 104 . 1094
20 years
*20 years and over . 1154 . 1215
EQUI VALENT
MONTHLY YEARLY
CONTI NUOUS SERVI CE HOURS HOURS DAYS
*6 nmont hs but | ess
t han 10 120 15
5 years
*5 years but less than
10 years 14 168 21
*10 years but |ess
t han 16 192 24
15 years
*15 years but |ess
t han 18 216 27
20 years
*20 years and over 20 240 30
The initial earning of | eave and future i ncrenmental increases
shall begin on the first day of the first pay period after

conpl etion of six nonths of continuous service and thereafter
t he applicabl e continuous service anniversary date.

5. Empl oyees with fewer than six (6) nonths
service shall not be granted annual | eave.
6. Enmpl oyees nust schedul e at |east one whole

week of annual |eave in each cal endar year,
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unless in the judgnent of the Appointing
Aut hority work requirenments prevent.

Annual |eave nmust be applied for by the
enpl oyee and at all times subject to the
approval of the Appointing Authority.

Annual |eave shall not be <charged for
non-wor k days.

The m ni mum charge for annual | eave shall be
one hour.

El i gi bl e enpl oyees may be granted advanced
| eave, but not to exceed the amount they
will earn in the same cal endar year

An enployee with less than one (1) year
service may carry all unused annual |eave
forward to the next cal endar year.

Annual | eave is not cumul ative fromcal endar
year to cal endar year, however, unused | eave
may be carried forward to a succeedi ng year
provi ded t he anmount carried forward does not
exceed the enpl oyee's annual earning rate at
that tine.

Any unused annual |eave in excess of that
which can be <carried forward shall be
credited to the enployee's sick |eave
bal ance.

Upon term nation, regardless of reason,
enpl oyees shall be paid for all accunul ated
annual | eave. |In case of death, the paynment
shall be made to the beneficiary or estate.

Upon term nation, regardl ess of reason
(except for lay-off or death), an enployee
must repay the anmpbunt of any unearned annual
| eave which had been taken in advance.

After each pay period, an updated report of
annual |eave earned and taken shall Dbe
generated and shall becone the official
record of annual | eave bal ances.

Not wi t hst andi ng any ot her provision of this
rule, the following applies to the twelve
(12) hour rotating shift personnel:

a. Enmpl oyees nmust schedul e annual | eave in
weekly increnents at a time as
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prescri bed by the Appointing Authority
per the follow ng schedul e.

Hour s of
Annual Leave Weekly Hours Schedul ed to Work
96 One 36 and one 48 + 12 hours
120 Two 36 and one 48
144 One 36 and two 48 + 12 hours
168 Two 36 and two 48
192 Two 36 and two 48 + 24 hours
b. Empl oyees may schedul e | ess t han weekly

increnments only if approved in advance
by the Appointing Authority.

SECTION 2: SI CK LEAVE

A

Each enployee shall be entitled to sick
| eave at full pay, not to exceed fifty-two
weeks, for personal illness or injury when

the conditions actually warrant, not brought
about by his own negligence or cul pable
i ndi scretion.

Each enpl oyee is responsible for notifying
his supervisor or other designated person
when he is unable to report for duty, under
rul es prescri bed by t he appoi nting
authority. Failure to provide proper notice
may result in the absence being charged to
unaut hori zed absence.

If a sick |eave absence exceeds two work
days, the enpl oyee nust submt a certificate

from a regi stered physi ci an. The
certificate nust indicate the general nature
of the illness, date released to return to

wor k, or probable I ength of absence.

Enpl oyees with poor attendance records or
whose absences indicate a trend, my be
required to submt a doctor's certificate
for each absence regardl ess of |ength.

Failure to produce a doctor's certificate

when required may result in the absence
charged to unaut horized absence.
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Sick | eave shall not be used for any reason
other than illness or injury of an
enpl oyee. An enpl oyee on sick |eave nust
avoid any activity that could aggravate the
condition or prolong the absence. Fai l ure
to effect diligent pursuit of recovery may
resul t in denial of sick |eave and
di sciplinary action, if applicable.

A claim for si ck | eave constitutes
aut horization for the appointing authority
to investigate the need for the absence,
including verifying doctor visits either
personal ly or through the city nurse.

If it is determned that an absence was
charged to sick leave when no illness was
i nvol ved, the sick |eave shall not be
al | owed and appropriate disciplinary action
shal | be taken

FUNERAL LEAVE

A.

Upon death of certain famly nenbers a
regul ar (permanent) enpl oyee may be granted
funeral leave with pay for the hours he
woul d have been scheduled to work during a
period of consecutive cal endar days, one of
which nmust be the day of the funeral
(attended by the enployee), as foll ows:

Spouse or child of enployee -- five consecutive

cal endar days. _ _
Mot her, father, sister, brother, nother-in-I|aw,

father-in-law, grandchildren, or grandparents of
enpl oyee -- three consecutive cal endar days.

Proof of relationship and funeral attendance
is the responsibility of the enployee under
rul es prescri bed by t he appoi nting
aut hority.

Cl VI L LEAVE

A

Enmpl oyees shall be granted time off from
regularly schedul ed hours of work without
| oss of pay when performng jury duty or
sunmoned to appear before a court, grand
jury, or other public body or comm ssion,
except as a plaintiff or defendant.

Enmpl oyees nust return to work inmmediately

upon being released from jury duty or
subpoena unl ess excused for the remai nder of
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the day by their supervisor.

The Appointing Authority declares that
normal functions of the Governnent are
prevented from being perfornmed due to an act
of God, i.e., flood, hurricane, tornado,
etc.

Al'l menbers of the Fire and Police Departnents
who are consi dered enmergency personnel and remain
at work, are called to work, or work their
regul ar schedul ed shift shall receive additiona
pay at the regular overtime rate of an hour for
hour basis, or equal tinme off at a | ater date, at
t he option of the enpl oyee.

M LI TARY LEAVE

A.

Members of a reserve unit of the U S. Arned
Forces or of the National Guard shall be
granted tine off wi thout | oss of pay, not to
exceed fifteen days in a cal endar year, when
ordered to active duty for training. Wen

directed by official mlitary orders,
additional tinme shall be granted but it
shall be w thout pay unless the enployee

requests and receives approval that the tine
be charged to annual | eave.

Requests for mlitary |eave nust be
submtted as far in advance as possible and
a copy of the mlitary special orders mnust
be attached to the absence report.
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The appointing authority may require copies
of any mlitary pay orders related to
mlitary leave to verify need for the
absence.

Mlitary |eave shall not be granted for
weekend drill or nakeup sessions. Such
absences wll be approved but nust be

charged to |eave w thout pay unless the
enpl oyee requests and recei ves approval that
the time be changed to annual | eave.

LEAVE W THOUT PAY

A. Leave wi thout pay may be granted by the
appointing authority under est abl i shed
gui deli nes when such |eave is considered to
be in the best interest of the city.

B. Absences in excess of thirty cal endar days
are subject to the approval of the board and
shal | cause the adjustnment of the enpl oyee's
service date by the total Ilength of the
absence.

HOLI DAYS

A. Hol i days for all enployees shall be as

fol |l ows:

1. New Year's Day

2. Martin Luther King' s Day
3. Mardi Gas Day

4. Good Friday

5. Menorial Day

6. | ndependence Day

7. Labor Day

8. Thanksgi vi ng Day

9. Acadi an Day

10. Christnmas Day

B. Rotati ng shift workers shall observe weekend
hol i days on the actual cal endar day of the
holiday. AlIl others shall observe holidays
on the dates established by the «city
counci | .

C. An enpl oyee shall receive his regular rate
of pay for any work-week in which a holiday
falls.

D. If an enployee is required to work on a

hol i day, he shall receive additional pay at
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his regular rate on an hour-for-hour basis,
or equal tinme off at a later date at the
option of the appointing authority.

E. An enpl oyee shall not receive holiday pay if
the holiday falls during a period of |eave
wi t hout pay or if an unauthorized absence on
the holiday or on the day before or after
t he hol i day.

UNAUTHORI ZED ABSENCE

A An unaut hori zed absence i s one which had not
been approved in advance and which, in the
opi nion of the appointing authority, could
have been avoided by the enployee. Such
absences are cause for disciplinary action.

B. I f an enployee fails to report for duty for
three consecutive workdays and fails to
notify his supervisor of the reason for the
absence, he shall be considered to have
vacat ed hi s enpl oyment and wi || be
term nated as of the close of the third day.

FAM LY MEDI CAL LEAVE

Each full-time enpl oyee of the classified service
after having served one (1) vyear, shall be
entitled up to twelve (12) weeks of unpaid | eave,
without credit for departnmental seniority when
appropriate docunentation is supplied to the
Appoi nting Authority for those reasons provided
by Public Law 103-3 (Fam |y and Medi cal Leave Act
of 1993).

ACCUMULATED SI CK LEAVE AT RETI REMENT

Upon an enployee's regqgular or di sability
retirement or termnation because of death or
abol i shnent of his position, he, or his estate,
is appropriate shall be paid at his regular
hourly rate for all accunul ated hours of sick
| eave. This shall be done in accordance with PPM
#261-8, Payment for Sick Leave Upon Retirenment,
(Dated 1/1/92).

LEAVE OF ABSENCE FOR ATTENDI NG TO CI VI L SERVICE
BOARD BUSI NESS

Each departmental nmenber of the Civil Service
Board shall be <considered on duty for the
durations of any Civil Service Board neeting

whi ch t he enpl oyee representative attends, or for
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any time required to assist with Civil Service
exam nations, or other official business of the
Civil Service Board, when schedul ed for regular
duty.

SECTI ON 12: DELEGATI ON OF ANNUAL LEAVE

Upon application to, and with the consent of the
Lafayette Municipal Fire and Police Civil Service
Board, any classified enployee of the Lafayette
Fire Department or Lafayette Police Departnent
may del egate wuse of his/her annual |eave to
anot her cl assified enployee within the applicants
depart nment.

In addition to the requisite approval of the
Laf ayette Municipal Fire and Police Civil Service
Board, the del egations of any enployee's annual
| eave is subject to the follow ng provisions:

a. No single enployee may recei ve del egat ed use
time in excess of 1200 hours per year, and
no enpl oyee may donate in excess of 24 hours
per year under any circunstances.

b. Del egated use time can only be denoted for
an extreme immediate famly emergency.
Famly shall be limted to recipient's

spouse, parents, and chil dren.

cC. No enployee may donate tinme to his or her
i medi at e supervi sor.

RULE XVI |
EFFECTI VE DATE

The effective date of these rules shall be Decenber 1, 1985,
with the exception of Rule XVI, Section 1, which will beconme
effective on January 1, 1986. All prior rules of this board are
her eby repeal ed.

RULE XVI | |
SEVERABI LI TY

| f the provisions of any rule or section of these rules or the
application thereof is held invalid, such invalidity shall not
affect the provisions or application of any other rule or
section of these rules, and to this end the provisions of these
rul es are hereby declared severable.
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RULE XI X
CLASS ABOLI SHVENT - POSI TI ON ABOLI SHVENT - LAY- OFFS

SECTI ON 1: DEFI NI TI ONS

A.

Lay-off -- renoval of an enployee fromenploynent, w thout
fault because of the abolishment of his position.

Reduction of positions -- a decrease in the size of the
work force in a class caused by the lack of work or
f undi ng.

Class abolishment -- Elimnation of all positions of a
cl ass.
Total Departnment Service (Departmental Seniority) -- All

continuous tine served in the departnental classified
service from nost recent date of original confirmation
m nus all suspension days and periods of | eave w thout pay
in excess of thirty (30) days. Eligible tine during which
an enpl oyee served in the arnmed forces of the United States
subsequent to May 1940, not to exceed four years, shall be
construed to mean continuous service and shall be included
in the conputation of service.

Accunul ated total service (lay-off) -- All continuous tinme
served in the departnental classified service from nost
recent date of enploynent mnus all suspension days and
periods of | eave wi thout pay in excess of thirty (30) days.
Eligible tinme during which an enpl oyee served in the arned
forces of the United States subsequent to May 1, 1940, not
to exceed four years, shall be construed to nmean continuous

service and shall be included in the conputation of
servi ce.

Total class seniority -- Al continuous class service of
regul ar enpl oyees, including class probationary tine, plus
all tinme served in higher classes of the sanme class

groupings after an enployee's nobst recent date of
enpl oynment .

Cl ass groupings -- a series of classes grouped together in
the classification plan to show the principal |ines of
pronoti on and denoti on.

Demotion -- A change of an enployee in the classified
service from a position of one class to a position of a
| ower cl ass which generally affords | ess responsibility and

pay.

Lowest Classes -- Police Departnment -- See Rule XV
Fire Departnent -- See Rule XV
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J. Qualifications (Denotion): A regular full tinme enployee
shal |l be deenmed qualified for denotion to a | ower position
only if the enpl oyee previously held the | ower position as
a confirnmed enployee and left the position in good
standi ng. See * for exception.

SECTI ON 2: REDUCTI ON OF CLASS POCSI TI ONS

Shoul d the appointing authority determ ne that a reduction of
positions within a class is necessary, such reduction shall be
made in accordance with the Miunicipal Fire and Police Civil
Service Law and foll owi ng Rules. The determ ning factors in
denotion of enployees when positions are reduced shall be
seniority and qualifications.

The two categories of <class position reduction are: (1)
reduction of all positions due to abolishnment of an entire
class, and (2) reductions due to abolishment of one or nore
positions in a class.

SECTI ON 2A: REDUCTI ON OF ALL PGSI TI ONS DUE TO
CLASS ABOLI SHVENT R. S. 33: 2498

Reduction of all positions in a class due to a Civil Service
Board approved abolishment of an entire class shall be
accompl i shed by dempting all enployees of the affected class
based on total departnental seniority and qualifications. The
position reduction/class abolishment procedure is as follows:

After all tenporary and probationary appointnments have been
renoved fromthe class, and starting with the regul ar enpl oyee
with the |east departnental seniority, and continuing to the
regul ar enployee with the nopst departmental seniority in the
abol i shed cl ass, denmote the enployee to a position in the next
| owest class within the same class groupi ng which is occupi ed by
t he enployee with the | east total departnental seniority in the
ot her cl ass; provi ded the denoted enployee has nore total
departnmental seniority, has previously held the position as a
confirmed enployee, and left the position as a qualified
enpl oyee.* The procedure is conpleted when all enployees have
been denvot ed.

Names of enpl oyees displaced from positions in the abolished
class will be listed on appropriate reenploynent or
reinstatement |ist.

Those enployees displaced from |ower classes wunder this
par agraph shall be denoted in accordance with Section 2B which
covers position reductions not involving class abolishnment.

*The requirenent that an enpl oyee nmust have previously held and
been confirnmed in a position, within the same class grouping, to
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whi ch he is being denoted shall be waived if (1) the enpl oyee
had by-passed and not held the position question because it had
not as yet been created or (2) the lack of confirmation in a
position was due to the enpl oyee's being promoted to a higher
job in the sanme class grouping and not due to poor work
performance.

SECTI ON 2B: POSI TI ON ABOLI SHMVENTS
NOT | NVOLVI NG CLASS ABOL| SHVENT
R'S. 33:2498 and R S. 33:2488

Before inplenentation of the position reduction procedure, in
cases not involving class abolishnment, the appointing authority
shall take the follow ng action:

Transfer regular enployees of the affected class to vacant
positions in the same class; or transfer regular enpl oyees of
the affected class to those positions in the sanme class occupi ed
by provisional enployees; or denote probationary enployees of
the affected class to the position from which they were
pr onot ed.

After the above action further reductions in the nunber of cl ass
positions shall be acconplished by denoting regular enployees
based on total class seniority and qualifications.

The position reduction procedure is as foll ows:

Starting with the regular enployee with the |east total class
seniority within the affected class, denpote the enployee to a
position in the next lower class in the same class grouping
which is occupied by the enployee with the |least total class
seniority in the other class; provided the denoted enpl oyee has
nore total class seniority, has previously held the position as
a confirmed enployee, and left the position as a qualified
enpl oyee. *

Names of displaced enployees will be |isted on appropriate
reinstatement |ist.

*The requirenment that an enpl oyee nust have previously held and
been confirmed in a position, within the same class grouping, to
which he is being denoted shall be waived if (1) the enpl oyee
had by-passed and not held the position in question because it
had not as yet been created or (2) the lack of confirmation in
an position was due to the enpl oyee's being pronoted to a higher
position in the sane class grouping and not due to poor work
per f or mance.

SECTI ON 3: LAY-OFFS W THOUT PAY R. S. 33: 2499

Should the appointing authority determne that a lay-off of
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enpl oyees is necessary such l|ay-off, wthout pay, shall be
acconplished in accordance with the provisions of R S. 33:2499
and the Municipal Fire and Police Civil Service Rules.

The enployee, in the lowest class in a respective group of
classes with the |east continuous accunul ated total service,
shal |l be renoved fromservice. Lay-offs my be made from any of
the positions within the | owest class but the determ nation of
whi ch positions are to be elimnated rests solely with the
appoi nting authority.

The | ay-off procedure is as foll ows:

The enployee in the affected lowest class with the |east
conti nuous accunul ated total service shall be the first to be
| aid off.

Names of displaced enployees will be listed on appropriate
reenmpl oyment |ist.

An i ndividual may, at his option, avoid | ay-off by bei ng denoted
to anot her class position in other class groupings provided the
i ndi vi dual previously held the position as a confirnmed enpl oyee
and left the position as a qualified enployee.

FI RE DEPARTMENT
CLASS CODE CLASS TI TLE AND GROUPI NGS
LI NE CLASSES
8101 *Fire Chief
8109 Assi stant Fire Chief
8111 District Fire Chief
8117 Fire Captain
8126 Fire Engi neer
8128 Firefighter First Class
8129 *Firefighter
FI RE PREVENTI ON
8121 Chief of Fire Prevention
8123 Fire I nspector |
8124 *Fire Inspector |
8122 *Fire I nvestigator
TRAI NI NG
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FI RE DEPARTMENT
CLASS CODE CLASS TI TLE AND GROUPI NGS
8114 Chi ef of Training
8116 Training O ficer |
8115 *Training OFficer
COMMUNI CATI ONS
8113 Chi ef of Communi cati ons
8118 Fire Communi cations Officer |1
8119 *Fire Conmuni cations Oficer
ADM NI STRATI VE AND CLERI CAL
8105 *Pl anni ng and Research Officer
8107 *Chief of Adm nistrative Services
8135 *Secretary to the Fire Chief
8131 *Hazardous Materials O ficer

* Denotes entry | evel

to which appoi nt ment
testing is required for appointnent to all other classes.

is by conpetitive testing.

(l owest) class in each group of classes

Pronoti ona

POL|I CE DEPARTMENT
CLASS CODE CLASS TI TLE AND GROUPI NGS

LI NE CLASSES
8001 *Pol i ce Chief
8005 Pol i ce Maj or
8007 Pol i ce Captain
8009 Pol i ce Li eutenant
8011 Pol i ce Ser geant
8012 Pol i ce Corpora
8013 Police Oficer First Class
8015 *Police Oficer

LI NE SUPPORT CLASSES

8017 *Police Communications Oficer

LY
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ADM NI STRATI VE AND CLERI CAL

8021 *Secretary to the Police Chief
8023 *Departnmental Records Clerk

* Denotes entry level (lowest) class in each group of classes
to which appointnment is by conpetitive testing. Pr onot i onal
testing is required for appointnent to all other classes.

RULE XX
POLI CE RESI DENCY REQUI REMENT RULE

Al'l enmpl oyees nust maintain primary residence within a radi us of
approximately thirty (30) mles from the Lafayette Parish
Cour t house. Enpl oyee nust establish residency within ninety
(90) days after confirmation.

RULE XXI
POLI CE WORK SCHEDULE ACCOVMODATI ON RULE

Reasonabl e accommodati on, in the scheduling of work, shall be
offered by the Police Departnment to enployees in order to
facilitate their acquiring college Ilevel crimnal justice

curriculum courses. Consistent with public safety, police
enpl oyees shall receive scheduling accommodation per the
fol |l ow ng:
l. A Police Oficer through Police Corporal
1. A maxi num of twenty percent (20% of the

enpl oyees in the ranks of Police O ficer
t hrough Police Corporal are eligible during
any one col |l ege session.

2. First priority shall be granted in each
session to the nost senior enployees who
state in witing their intent to take
approved college |evel courses. Witten
statenents of intent nust be filed with the
Chief of Police in July for the fall
session, in Decenber for the spring session
and in May for the sumrer session.

3. Notwi t hstanding (2) above, last priority
shall be granted in each session to those
enpl oyees who are educationally eligible for
the rank of Police Sergeant.
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Notwi t hst andi ng (2) above, those enployees
previously grant ed wor k schedul e
accommodations for a school session, but
fail to register for, or after registering,
wi t hdraw from school shall not be eligible
for work schedul e acconmodati on during the
next school session.

Pol i ce Ser geant

A maxi mum of twenty percent (209 of the
enpl oyees in the rank of Police Sergeant are
eligible during any one col |l ege session.

First priority shall be granted in each
session to the nost senior enployees who
state in witing their intent to take
approved college |evel courses. Witten

statenments of intent nmust be filed with the
Chief of Police in July for the fall
session, in Decenber for the spring session
and in May for the sumrer session.

Notwi t hstanding (2) above, last priority
shall be granted in each session to those
enpl oyees who are educationally eligible for
the rank of Police Lieutenant.

Notwi t hst andi ng (2) above, those enployees
previously grant ed wor k schedul e
accommodations for a school session, but
fail to register for, or after registering,
wi thdraw from school shall not be eligible
for work schedul e accommodati on during the
next school session.

Pol i ce Li eutenant

A maxi mum of twenty percent (20% of the
enpl oyees in the rank of Police Lieutenant
are eligible during any one col | ege sessi on.

First priority shall be granted in each
session to the nost senior enployees who
state in witing their intent to take
approved college |evel courses. Witten

statenents of intent nust be filed with the
Chief of Police in July for the fall
session, in Decenber for the spring session
and in May for the summer session.

Notwi t hstanding (2) above, last priority
shall be granted in each session to those
enpl oyees who are educationally eligible for
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t he rank of Police Captain.

4. Notwi t hst andi ng (2) above, those enployees
previously grant ed wor k schedul e
accommodations for a school session, but
fail to register for, or after registering,
wi t hdraw from school shall not be eligible
for work schedul e accommodati on during the
next school session.

D. Police Captain

1. A maxi mum of twenty percent (20% of the
enpl oyees in the ranks of Police Captain are
eligible during any one coll ege session.

2. First priority shall be granted in each
session to the nobst senior enployees who
state in witing their intent to take
approved college |evel courses. Witten
statenments of intent nust be filed with the
Chief of Police in July for the fall
session, in Decenber for the spring session
and in May for the sumrer session.

3. Notwi t hstanding (2) above, last priority
shall be granted in each session to those
enpl oyees who are educationally eligible for
the rank of Police Mjor.

4. Notwi t hstandi ng (2) above, those enployees
previously grant ed wor k schedul e
accommodations for a school session, but
fail to register for, or after registering,
wit hdraw from school shall not be eligible
for work schedul e accommpdati on during the
next school session.

1. Enpl oyees nust provide to the Police Department
evidence of their enrollnment and educationa
performance before and after each coll ege session.

L1l Work schedul e accommodation is not required for
hours above six credit hours per spring and fall

session or hours above three college credit hours
per summer session.

RULE XXI |

DI SCI PLI NARY ACTI ON

SECTION 1: Enployee adherence to the work rul es and standards
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listed in R S. 33:2500 are necessary for the orderly
conduct of the Fire and Police services. Enployees
who fail to conply with the work rul es and standards
are subject to being disciplined by the Appointing
Aut hority.

Except in cases involving major of fenses (as defined
in Section 3) the board endorses the city policy of
attempting to nodify an enpl oyee's behavior by the
application of corrective, progressive disciplinary
action as outlined in 33:2500.

Maj or offenses are those wllful or deliberate
violations of work rules and standards that are so
intolerable that the enployee's behavior is not
consi dered correctable by progressive, corrective
di sciplinary action. WMjor offenses may include but
are not limted to the follow ng:

a. Fi ghti ng

b. St eal i ng

cC. Possession of controlled drugs except as
required by the service in the performance
of work duties.

d. Possession of firearns except as required by
the service in the performance of work
duti es.

e. Gross i nsubordination

Corrective, progressive disciplinary penalty |evels,

from the | east severe to the npst severe are as
foll ows:

a. Witten Reprinmand (See Section 5)
b. Pay reduction - per R S. 33:2500B

C. Suspension wi thout pay - per R S. 33:2500B
d. Denotion - per R S. 33:2500B

Wthin eighteen nonths from the date a witten
reprimand is issued to an enployee, it may be used
by the Appointing Authority in determning the
penalty level an enployee is assessed for any
additional violation of a work rule or standard.
However, after 18 nonths witten reprimnds shal
become null and void and shall not be used agai nst
the enployee in future disciplinary cases, provided
that during that tinme period the enployee was not
guilty of wviolating any other work rules or
st andar ds.

On a periodic and routine basis witten reprimnds

that are null and void, per Section 5, shall be
renoved fromall city files.
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An enpl oyee who fails to respond to corrective,
progressive discipline or who is guilty of a mjor
offense is subject to being term nated when the
Appointing Authority acts for cause and in good
faith.

RULE XXI |1

The board encourages, whenever possible, the
utilization of counseling to alter enployee work
performance and behavior prior to initiating
di sciplinary action.

Counsel i ng when done orally or reduced to witten
supervisory notes, should be only one of many
factors considered in conpleting an enployee's
per f or mance eval uati on.

Counseling of enployee's is a supervisory function
and responsibility that should occur throughout the
eval uation period. Counseling may outline the areas
of needed inprovenment as well as areas where the
enpl oyee is conplying with or exceedi ng acceptabl e
| evel s of performance.

Any counseling notations whether oral or witten
shall only be relevant for a period of 12 nonths.
No enployee shall be culpable for any negative
counseling past this tinme period.

Periodically and on a routine basis the Appointing
Aut hority and/or the Chief's of the respective
services shall remove all witten counseling
docunentation fromall city files.

Enpl oyee performance eval uati ons nmay be cited by all
parties in any disciplinary case.

Counseling i s not appeal able to the board, unless a
regul ar enpl oyee feels that he has been subjected to
corrective or disciplinary action wi thout just cause
(R'S. 33:2501 (A).

Shoul d any events docunented in a supervisory file
be used for formal disciplinary action the
docunment ati on shall then becone appealable to the
boar d.
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